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If you’d like this document in another format such as large print, Braille or audio, 
please contact us. A textphone service is also available for customers with hearing 
and/or speech impairments. If you use your own textphone you can call us on 
03457125563 (+44 207 088 2077 from overseas).

The below services are available to our customers.

 ® A textphone service for customers with hearing and/or speech impairments on 
03457 125 563 (+44 207 088 2077 from overseas)

 ® Statements and/or correspondence in Braille, Audio and Large Print

 ® Cheque, paying-in slip and card templates

 ® Hearing loops in branches for hearing aid users

 ® Sign language interpreter, speech to text translation or lipspeaker services 

 ® Calls via the Text Relay service

 ® Chip-and-signature cards – if you have trouble using a chip-and-PIN card, you can 
have a chip-and-signature card 

 ® Large Secure Key for your Online Banking log in. It has bigger keys and a bigger 
display with spoken instructions

Accessible Banking Options

Note: British Sign Language Video Relay Service is available from Monday-Friday, 
8am-6pm, (not on Bank and Public Holidays) at hsbc.co.uk/accessibility
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This table shows what you can do with your account and the options of where  
you can do it.

What You Can Do Where You Can Do It

Branch Internet 
Banking

Telephone 
Banking

Mobile 
Banking

Self-
Service 

Machine

Post 
Office

Pay in Cash

Pay in a Cheque

Take out Cash

Set up Direct Debit To set up a Direct Debit, you will need to contact  
the company you want to pay directly. 

Cancel Direct Debit

Set up or Cancel a 
Standing Order

Pay a Bill

Change Your PIN 
Number

Check How Much 
Money is in Your 
Account

Move Money 
between Your 
Accounts

Send Money to 
Someone You 
Know

Speak to Someone 
about Your Account

What You Can Do and Where Glossary

Types of Accounts

Current Account
A current account is where you put 
the money you use every day. You 
can use it to go shopping using your 
debit card and pay your bills.

Types of Borrowing

Credit Card
A credit card lets you pay for things 
in shops and online. You get a bill 
every month that will tell you how 
much you need to pay back.

You might pay interest on the money 
you borrow if you do not pay back in 
full each month.

Mortgage
A mortgage is a loan used to buy 
a home. The money you borrow 
is over a set amount of time and 
you will pay more back to the bank 
than you borrow because you will 
pay interest. If you didn’t make 
payments to this loan every month 
there is a risk you would lose your 
home.

4 5
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You might pay interest on the money 
you borrow if you do not pay back in 
full each month.

Mortgage
A mortgage is a loan used to buy 
a home. The money you borrow 
is over a set amount of time and 
you will pay more back to the bank 
than you borrow because you will 
pay interest. If you didn’t make 
payments to this loan every month 
there is a risk you would lose your 
home.

Savings Account
A savings account is where you 
keep the money you don’t need 
straight away. You can earn interest 
on the money you have in this 
account.

Personal Loan
A personal loan is money you 
borrow from the bank and pay back 
every month. You borrow the money 
over a set amount of time and you 
will pay interest on it. This means 
you pay more back to the bank than 
you borrow.

Overdraft
This is money you can borrow when 
you have no money in your current 
account. You will pay back the 
overdraft when you put money back 
into your account. You might pay 
interest on the money you borrow.

4 5
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Glossary Glossary

Savings Interest
This is extra money you earn when 
you keep your money in a savings 
account, and it is usually paid into 
your savings account once a month.

Debit Card
A debit card lets you take money 
out of your account from a cash 
machine or pay for things when you 
go shopping, for example at the 
supermarket. Your debit card shows 
your sort code and account number.

PIN (Personal 
Identification Number)

This is a 4 digit number that is a 
password for your debit and credit 
card. You must never tell anyone this 
number, and always shield your PIN 
at cash machines and card readers.

Current Account 
Statement

Your statement is a record of the 
money that has been put in and 
taken out of your account. This is 
usually sent to you monthly either 
on internet banking or in the post.

Credit Card Statement
Your statement will show you the 
total amount of money you have 
spent on the card. It will also tell you 
the minimum amount you must pay 
back to the bank and the date you 
need to pay it by.

Lending Interest
When you borrow from the bank, 
you pay more back as a charge for 
borrowing the money. The bank will 
tell you how much you will need to 
pay back.

Cheque
A cheque is a way of taking money 
out of your account and paying 
someone else. If you get a cheque 
from someone, this can be paid into 
your bank account. It takes few days 
before the money is available for you 
to use.

5

you borrow
£3

£1

£1

£1

you pay back
£3.05

£1

£1

£1

5p

CChheeqquuee

A cheque is a way of taking 
money out of your account and 
paying someone else. If you get 
a cheque from someone, this 
can be paid into your bank 
account. It takes few days before 
the money is available for you to 
use. 

SSaavviinnggss  IInntteerreesstt

This is extra money you earn 
when you keep your money in a 
savings account, and it is usually 
paid into your savings account 
once a month.

LLeennddiinngg  IInntteerreesstt

When you borrow from the 
bank, you pay more back as a 
charge for borrowing the money. 
The bank will tell you how much 
you will need to pay back.

Glossary

PUBLIC
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Glossary Glossary
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PPIINN  ((PPeerrssoonnaall  IIddeennttiiffiiccaattiioonn  
NNuummbbeerr))  

This is a 4 digit number that is a 
password for your debit and 
credit card. You must never tell 
anyone this number, and always 
shield your PIN at cash machines 
and card readers.

CCuurrrreenntt  AAccccoouunntt  SSttaatteemmeenntt

Your statement is a record of the 
money that has been put in and 
taken out of your account. This is 
usually sent to you monthly 
either on internet banking or in 
the post.

CCrreeddiitt  CCaarrdd  SSttaatteemmeenntt

Your statement will show you 
the total amount of money you 
have spent on the card. It will 
also tell you the minimum 
amount you must pay back to 
the bank and the date you need 
to pay it by.

DDeebbiitt  CCaarrdd

A debit card lets you take money 
out of your account from a cash 
machine or pay for things when 
you go shopping, for example at 
the supermarket. Your debit card 
shows your sort code and 
account number.

1 2 3 4  0 0 0 0  0 0 0 0  0 0 0 0

A LIVINGSON

05/20VALID
THRU�

40-00-00 10000000

DDEEBBIITT  CCAARRDD
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Paying in Cash in a Branch
You can pay money in at a branch using the counter or a paying-in machine.

Paying in Cash in a Branch

Paying money in at a Paying-In Machine Paying cash in at a branch counter

Steps

1 Put your card into the machine.

What you will need:
u Your debit card

Steps

Put your card into the machine.

20

Make sure your notes are flat, 
with no folded edges. 

Put your notes into the slot that 
opens up. 

The machine will count the 
money for you and show you on 
the screen how much you have 
put in. If the screen shows the 
correct amount of money, press 
‘Confirm’ on the screen.

If it is not correct, speak to a 
member of staff.

The money will go into your 
account straight away.

1

2

3

4

PUBLIC7
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05/20VALID
THRU�

40-00-00 10000000

DDEEBBIITT  CCAARRDD
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2 Make sure your notes are flat, with 
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Steps

1 Pick up a paying-in slip from near the counter. You can ask a member of staff if 
there are not any there.

2 Fill in your paying-in slip as shown on the picture on page 24. You can ask a 
member of staff for help if you need to.

3 Give your money and paying-in slip to the member of staff. They will count your 
money and check with you that it is the right amount. Then they will pay it in to 
your bank account. Your money will be in your account straight away.

3 Put your notes into the slot that 
opens up. 
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4  The machine will count the money 
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Paying in Cash in a Branch

1

2

3

SStteeppss

Pick up a paying-in slip from near the counter. You can ask a member of 
staff if there are not any there.

Fill in your paying-in slip as shown on the picture on page 23. You can ask a 
member of staff for help if you need to.

Give your money and paying-in slip to the member of staff. They will count 
your money and check with you that it is the right amount. Then they will 
pay it in to your bank account. Your money will be in your account straight 
away. 

What you will need:

u A paying-in slip

u Your identification

u Your sort code and account number

20

NNoottee::  You can only pay cash into your own bank account.

Paying cash in at a branch counter

What you will need:
 ® Your debit card What you will need:

 ® A paying-in slip

 ® Your identification

 ® Your sort code and account number

Note: You can only pay cash into your own bank account.
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Paying in Cash in a Branch
You can pay money in at a branch using the counter or a paying-in machine.

Paying in Cash in a Branch

Paying money in at a Paying-In Machine Paying cash in at a branch counter

Steps

1 Pick up a paying-in slip from near the counter. You can ask a member of staff if 
there are not any there.

2 Fill in your paying-in slip as shown on the picture on page 24. You can ask a 
member of staff for help if you need to.

3 Give your money and paying-in slip to the member of staff. They will count your 
money and check with you that it is the right amount. Then they will pay it in to 
your bank account. Your money will be in your account straight away.

3 Put your notes into the slot that 
opens up. 

What you will need:
u Your debit card

Steps

Put your card into the machine.

20

Make sure your notes are flat, 
with no folded edges. 

Put your notes into the slot that 
opens up. 

The machine will count the 
money for you and show you on 
the screen how much you have 
put in. If the screen shows the 
correct amount of money, press 
‘Confirm’ on the screen.

If it is not correct, speak to a 
member of staff.

The money will go into your 
account straight away.

1

2

3

4

PUBLIC7
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4  The machine will count the money 
for you and show you on the screen 
how much you have put in. If the 
screen shows the correct amount 
of money, press ‘Confirm’ on the 
screen.

If it is not correct, speak to a 
member of staff.

The money will go into your account 
straight away.

What you will need:
u Your debit card

Steps

Put your card into the machine.

20

Make sure your notes are flat, 
with no folded edges. 

Put your notes into the slot that 
opens up. 

The machine will count the 
money for you and show you on 
the screen how much you have 
put in. If the screen shows the 
correct amount of money, press 
‘Confirm’ on the screen.

If it is not correct, speak to a 
member of staff.

The money will go into your 
account straight away.
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Paying in Cash in a Branch

1

2

3

SStteeppss

Pick up a paying-in slip from near the counter. You can ask a member of 
staff if there are not any there.

Fill in your paying-in slip as shown on the picture on page 23. You can ask a 
member of staff for help if you need to.

Give your money and paying-in slip to the member of staff. They will count 
your money and check with you that it is the right amount. Then they will 
pay it in to your bank account. Your money will be in your account straight 
away. 

What you will need:

u A paying-in slip

u Your identification

u Your sort code and account number

20

NNoottee::  You can only pay cash into your own bank account.

Paying cash in at a branch counter

What you will need:
 ® Your debit card What you will need:

 ® A paying-in slip

 ® Your identification

 ® Your sort code and account number

Note: You can only pay cash into your own bank account.
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Paying in a Cheque through Your Banking 
App

Paying in a Cheque in a Branch

What you will need:
 ® A smart phone with camera and internet access

 ® The cheque you want to pay in

What you will need:
 ® Your debit card 

 ® A paying-in slip

PUBLIC9

What you will need:

u A smart phone with camera and internet access

u The cheque you want to pay in

Paying in a Cheque through Your 
Banking App

Steps

Log in to your mobile banking 
app and choose the ‘Move 
Money’ option. Choose “Deposit 
a Cheque”.

1

Choose the account you want to 
pay the cheque into and type in 
the amount written on the 
cheque.

2

Take a picture of the front and 
back of the cheque. The outline 
of the cheque will turn green 
once the picture is ready. Then 
press “Use”.

3

Press ‘Continue’.4

If the information on the phone 
screen matches what is on the 
cheque, press ‘Deposit’. You 
must keep the cheque until the 
money has gone into your 
account.

5

The money from the cheque will be in your account in 2 working days. You can 
use online banking and mobile banking to check that the money is in your 
account. 

When can you spend the money?

4 Press ‘Continue’.

5 If the information on the phone 
screen matches what is on the 
cheque, press ‘Deposit’. You must 
keep the cheque until the money 
has gone into your account.

1 Log in to your mobile banking app 
and choose the ‘Move Money’ 
option. Choose “Deposit a Cheque”.

2 Choose the account you want to 
pay the cheque into and type in the 
amount written on the cheque.

3 Take a picture of the front and back 
of the cheque. The outline of the 
cheque will turn green once the 
picture is ready. Then press “Use”.

Paying in cheque at the paying-in machine

When can you spend the money?
The money will not be in your account straight away when you pay a cheque in. 
Please ask a member of staff to tell you when the money will be in your account.

When can you spend the money?
The money from the cheque will be in your account in 2 working days. You can use 
online banking and mobile banking to check that the money is in your account. 

1 Fill in your paying-in slip as shown 
on the picture on page 24.

2 Put your card into the machine.

PUBLIC10

Paying in cheque at the paying-in machine

What you will need:

u Your debit card 

u A paying-in slip

Steps

Fill in your paying-in slip as 
shown on the picture on page 23.

1

Put your card into the machine.2

Put the paying-in slip on top of 
the cheque with the writing 
facing upwards. There will be a 
picture on the screen to help you. 

3

The machine will take the cheque
and paying-in slip. It will ask you 
on the screen to confirm the 
number of cheques you are 
paying in.
Press ‘Confirm’ and the machine 
will give you your card and a 
receipt with a picture of the 
cheque and paying-in slip.

5

The money will not be in your account straight away when you pay a cheque in. 
Please ask a member of staff to tell you when the money will be in your account. 

When can you spend the money?

Paying in a Cheque in a Branch 
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Steps

Steps
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Paying in a Cheque through Your Banking 
App

Paying in a Cheque in a Branch

What you will need:
 ® A smart phone with camera and internet access

 ® The cheque you want to pay in

What you will need:
 ® Your debit card 

 ® A paying-in slip

PUBLIC9

What you will need:

u A smart phone with camera and internet access

u The cheque you want to pay in

Paying in a Cheque through Your 
Banking App

Steps

Log in to your mobile banking 
app and choose the ‘Move 
Money’ option. Choose “Deposit 
a Cheque”.

1

Choose the account you want to 
pay the cheque into and type in 
the amount written on the 
cheque.

2

Take a picture of the front and 
back of the cheque. The outline 
of the cheque will turn green 
once the picture is ready. Then 
press “Use”.

3

Press ‘Continue’.4

If the information on the phone 
screen matches what is on the 
cheque, press ‘Deposit’. You 
must keep the cheque until the 
money has gone into your 
account.

5

The money from the cheque will be in your account in 2 working days. You can 
use online banking and mobile banking to check that the money is in your 
account. 

When can you spend the money?

4 Press ‘Continue’.

5 If the information on the phone 
screen matches what is on the 
cheque, press ‘Deposit’. You must 
keep the cheque until the money 
has gone into your account.

Paying in cheque at the paying-in machine

When can you spend the money?
The money will not be in your account straight away when you pay a cheque in. 
Please ask a member of staff to tell you when the money will be in your account.

When can you spend the money?
The money from the cheque will be in your account in 2 working days. You can use 
online banking and mobile banking to check that the money is in your account. 

1 Fill in your paying-in slip as shown 
on the picture on page 24.

2 Put your card into the machine.

PUBLIC10

Paying in cheque at the paying-in machine

What you will need:

u Your debit card 

u A paying-in slip

Steps

Fill in your paying-in slip as 
shown on the picture on page 23.

1

Put your card into the machine.2

Put the paying-in slip on top of 
the cheque with the writing 
facing upwards. There will be a 
picture on the screen to help you. 

3

The machine will take the cheque
and paying-in slip. It will ask you 
on the screen to confirm the 
number of cheques you are 
paying in.
Press ‘Confirm’ and the machine 
will give you your card and a 
receipt with a picture of the 
cheque and paying-in slip.

5

The money will not be in your account straight away when you pay a cheque in. 
Please ask a member of staff to tell you when the money will be in your account. 

When can you spend the money?

Paying in a Cheque in a Branch 
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3 Put the paying-in slip on top of 
the cheque with the writing facing 
upwards. There will be a picture on 
the screen to help you.

PUBLIC10

Paying in cheque at the paying-in machine

What you will need:

u Your debit card 

u A paying-in slip

Steps

Fill in your paying-in slip as 
shown on the picture on page 23.

1

Put your card into the machine.2

Put the paying-in slip on top of 
the cheque with the writing 
facing upwards. There will be a 
picture on the screen to help you. 

3

The machine will take the cheque
and paying-in slip. It will ask you 
on the screen to confirm the 
number of cheques you are 
paying in.
Press ‘Confirm’ and the machine 
will give you your card and a 
receipt with a picture of the 
cheque and paying-in slip.

5

The money will not be in your account straight away when you pay a cheque in. 
Please ask a member of staff to tell you when the money will be in your account. 

When can you spend the money?

Paying in a Cheque in a Branch 
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4 The machine will take the cheque 
and paying-in slip. It will ask you on 
the screen to confirm the number of 
cheques you are paying in.

5 Press ‘Confirm’ and the machine 
will give you your card and a receipt 
with a picture of the cheque and 
paying-in slip.

Steps

10 11
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You can take money out at a branch using the counter and self-service machines.

Paying in a Cheque in a Branch 

What you will need:
 ® A paying-in slip

 ® Your identification

 ® Your sort code and account number

What you will need:
 ® Your debit card 

 ® Your PIN number

Paying in a cheque at the counter 

Taking out cash at a cash machine 

When can you spend the money?
The money will not be in your account straight away when you pay a cheque in. 
Please ask a member of staff to tell you when the money will be in your account. 

Note: The cash machine has an audio option to hear instructions if you are not able to 
read the screen.

Steps

1 Pick up a paying-in slip near the counter. You can ask a member of staff if there 
are not any there.

2 Fill in your paying-in slip as shown on the picture on page 24. You can ask a 
member of staff for help if you need to.

3 Give your cheque and paying-in slip to the member of staff. They will check 
that the amount on the paying-in slip matches the cheque, and pay it in to  
your bank account.

PUBLIC11

What you will need:

u A paying-in slip

u Your identification

u Your sort code and account number

The money will not be in your account straight away when you pay a cheque in. 
Please ask a member of staff to tell you when the money will be in your account. 

When can you spend the money?

Paying in a Cheque in a Branch 

Steps

Pick up a paying-in slip near the counter. You can ask a member of staff if 
there are not any there.1
Fill in your paying-in slip as shown on the picture on page 23. You can ask 
a member of staff for help if you need to.

2

Give your cheque and paying-in slip to the member of staff. They will 
check that the amount on the paying-in slip matches the cheque, and pay 
it in to your bank account. 

3

Paying in a cheque at the counter 

Taking Money Out of Your Account

PUBLIC

Taking Money Out of Your Account

12

Taking out cash at a cash machine 

What you will need:

u Your debit card 

u Your PIN number

Put your debit card into the cash 
machine and type in your PIN 
number.

1

Choose ‘Cash Withdrawal’2

Choose how much money you 
would like to take out of your 
account from the options on the 
screen. If you would like a 
different amount, press ‘Other’ 
and type in the amount you want. 
Then, press ‘Enter’.

3

The machine will then give you 
your debit card and your money.

4

Steps

NNoottee::  The cash machine has an audio option to hear instructions if you are not 
able to read the screen.

20

You can take money out at a branch using the counter and self-service 
machines.

Steps

1 Put your debit card into the cash 
machine and type in your PIN 
number.

3 Choose how much money you 
would like to take out of your 
account from the options on the 
screen. If you would like a different 
amount, press ‘Other’ and type in 
the amount you want. Then, press 
‘Enter’.

2 Choose ‘Cash Withdrawal’. 4 The machine will then give you your 
debit card and your money.

12 13
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You can take money out at a branch using the counter and self-service machines.

Paying in a Cheque in a Branch 

What you will need:
 ® A paying-in slip

 ® Your identification

 ® Your sort code and account number

What you will need:
 ® Your debit card 

 ® Your PIN number

Paying in a cheque at the counter 

Taking out cash at a cash machine 

When can you spend the money?
The money will not be in your account straight away when you pay a cheque in. 
Please ask a member of staff to tell you when the money will be in your account. 

Note: The cash machine has an audio option to hear instructions if you are not able to 
read the screen.

Steps

1 Pick up a paying-in slip near the counter. You can ask a member of staff if there 
are not any there.

2 Fill in your paying-in slip as shown on the picture on page 24. You can ask a 
member of staff for help if you need to.

3 Give your cheque and paying-in slip to the member of staff. They will check 
that the amount on the paying-in slip matches the cheque, and pay it in to  
your bank account.

PUBLIC11

What you will need:

u A paying-in slip

u Your identification

u Your sort code and account number

The money will not be in your account straight away when you pay a cheque in. 
Please ask a member of staff to tell you when the money will be in your account. 

When can you spend the money?

Paying in a Cheque in a Branch 

Steps

Pick up a paying-in slip near the counter. You can ask a member of staff if 
there are not any there.1
Fill in your paying-in slip as shown on the picture on page 23. You can ask 
a member of staff for help if you need to.

2

Give your cheque and paying-in slip to the member of staff. They will 
check that the amount on the paying-in slip matches the cheque, and pay 
it in to your bank account. 

3

Paying in a cheque at the counter 

Taking Money Out of Your Account

PUBLIC

Taking Money Out of Your Account

12

Taking out cash at a cash machine 

What you will need:

u Your debit card 

u Your PIN number

Put your debit card into the cash 
machine and type in your PIN 
number.

1

Choose ‘Cash Withdrawal’2

Choose how much money you 
would like to take out of your 
account from the options on the 
screen. If you would like a 
different amount, press ‘Other’ 
and type in the amount you want. 
Then, press ‘Enter’.

3

The machine will then give you 
your debit card and your money.

4

Steps

NNoottee::  The cash machine has an audio option to hear instructions if you are not 
able to read the screen.

20

You can take money out at a branch using the counter and self-service 
machines.

Steps

1 Put your debit card into the cash 
machine and type in your PIN 
number.

3 Choose how much money you 
would like to take out of your 
account from the options on the 
screen. If you would like a different 
amount, press ‘Other’ and type in 
the amount you want. Then, press 
‘Enter’.

2 Choose ‘Cash Withdrawal’. 4 The machine will then give you your 
debit card and your money.

12 13
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What you will need:
 ® Your debit card or credit card

 ® Your PIN number

Using your card in shops with 
your PIN number 

Using Your Debit Card or Credit Card 

PUBLIC14

Using Your Debit Card or Credit Card 

Using your card in shops with 
your PIN number 

What you will need:

u Your debit card or credit card

u Your PIN number

Using your card in shops with 
contactless

What you will need:

u Your debit card or credit card

Put your card into the chip-and-
PIN reader.

1

Check that the amount on the 
screen is correct.

2

Type in your PIN number and 
press the green button. The 
reader will confirm the payment 
has been accepted.

3

Steps

Check the amount on the screen 
is correct.

1

Tap your card against the chip-
and-PIN reader where you see 
the contactless sign.

2

The reader will confirm that your 
payment has been accepted.

3

Steps

You can also use your smart phone and tablet device to make payments. Speak 
to a member of staff for more information.

NNoottee::  You can pay for anything up to a total amount of £30 with a contactless 
card in a single transaction without entering your PIN number.  

Sometimes you may be asked to put in your PIN number for security.
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Steps

1 Put your card into the chip-and-PIN 
reader.

2 Check that the amount on the 
screen is correct.

3 Type in your PIN number and press 
the green button. The reader will 
confirm the payment has been 
accepted.

Note: You can pay for anything up to a total amount of £30 with a contactless card in 
a single transaction without entering your PIN number.

Sometimes you may be asked to put in your PIN number for security.

You can also use your smart phone and tablet device to make payments. Speak to a 
member of staff for more information.

What you will need:
 ® Your identification

 ® A withdrawal slip 

Taking money out at a branch

Taking Money Out of Your Account

PUBLIC

Taking Money Out of Your Account

Taking money out at a branch

13

What you will need:

u Your identification

u A withdrawal slip 

Steps

Ask the member of staff at the 
counter for a withdrawal slip.

1

Fill in your withdrawal slip as 
shown in the picture on 
page 24. You can ask a member 
of staff for help if you need to.

2

Give the withdrawal slip and 
identification to the member of 
staff. They will check to make 
sure you have enough money in 
your account.

3

The member of staff will count 
out the amount of money you 
have asked for with you to check 
it is the right amount.

4

£

Steps

1 Ask the member of staff at the 
counter for a withdrawal slip. 3 Give the withdrawal slip and 

identification to the member of 
staff. They will check to make sure 
you have enough money in your 
account.

2 Fill in your withdrawal slip as shown 
in the picture on page 25. You can 
ask a member of staff for help if you 
need to.

4 The member of staff will count out 
the amount of money you have 
asked for with you to check it is 
the right amount.

14 15

HSB–MCP54592.indd   14HSB–MCP54592.indd   14 18/12/2019   12:3218/12/2019   12:32



What you will need:
 ® Your debit card or credit card

 ® Your PIN number

What you will need:
 ® Your debit card or credit card

Using your card in shops with 
your PIN number 

Using your card in shops with 
contactless

Using Your Debit Card or Credit Card 

PUBLIC14

Using Your Debit Card or Credit Card 

Using your card in shops with 
your PIN number 

What you will need:

u Your debit card or credit card

u Your PIN number

Using your card in shops with 
contactless

What you will need:

u Your debit card or credit card

Put your card into the chip-and-
PIN reader.

1

Check that the amount on the 
screen is correct.

2

Type in your PIN number and 
press the green button. The 
reader will confirm the payment 
has been accepted.

3

Steps

Check the amount on the screen 
is correct.

1

Tap your card against the chip-
and-PIN reader where you see 
the contactless sign.

2

The reader will confirm that your 
payment has been accepted.

3

Steps

You can also use your smart phone and tablet device to make payments. Speak 
to a member of staff for more information.

NNoottee::  You can pay for anything up to a total amount of £30 with a contactless 
card in a single transaction without entering your PIN number.  

Sometimes you may be asked to put in your PIN number for security.
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Using Your Debit Card or Credit Card 

Using your card in shops with 
your PIN number 

What you will need:

u Your debit card or credit card

u Your PIN number

Using your card in shops with 
contactless

What you will need:

u Your debit card or credit card

Put your card into the chip-and-
PIN reader.

1

Check that the amount on the 
screen is correct.

2

Type in your PIN number and 
press the green button. The 
reader will confirm the payment 
has been accepted.

3

Steps

Check the amount on the screen 
is correct.

1

Tap your card against the chip-
and-PIN reader where you see 
the contactless sign.

2

The reader will confirm that your 
payment has been accepted.

3

Steps

You can also use your smart phone and tablet device to make payments. Speak 
to a member of staff for more information.

NNoottee::  You can pay for anything up to a total amount of £30 with a contactless 
card in a single transaction without entering your PIN number.  

Sometimes you may be asked to put in your PIN number for security.
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Steps

1 Put your card into the chip-and-PIN 
reader.

2 Check that the amount on the 
screen is correct.

3 Type in your PIN number and press 
the green button. The reader will 
confirm the payment has been 
accepted.

Steps

1 Check the amount on the screen 
is correct.

2 Tap your card against the chip-
and-PIN reader where you see the 
contactless sign.

3 The reader will confirm that your 
payment has been accepted.

Note: You can pay for anything up to a total amount of £30 with a contactless card in 
a single transaction without entering your PIN number.

Sometimes you may be asked to put in your PIN number for security.

You can also use your smart phone and tablet device to make payments. Speak to a 
member of staff for more information.

What you will need:
 ® Your identification

 ® A withdrawal slip 

Taking money out at a branch

Taking Money Out of Your Account

PUBLIC

Taking Money Out of Your Account

Taking money out at a branch

13

What you will need:

u Your identification

u A withdrawal slip 

Steps

Ask the member of staff at the 
counter for a withdrawal slip.

1

Fill in your withdrawal slip as 
shown in the picture on 
page 24. You can ask a member 
of staff for help if you need to.

2

Give the withdrawal slip and 
identification to the member of 
staff. They will check to make 
sure you have enough money in 
your account.

3

The member of staff will count 
out the amount of money you 
have asked for with you to check 
it is the right amount.

4

£

Steps

1 Ask the member of staff at the 
counter for a withdrawal slip. 3 Give the withdrawal slip and 

identification to the member of 
staff. They will check to make sure 
you have enough money in your 
account.

2 Fill in your withdrawal slip as shown 
in the picture on page 25. You can 
ask a member of staff for help if you 
need to.

4 The member of staff will count out 
the amount of money you have 
asked for with you to check it is 
the right amount.

14 15
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What you will need:
 ® Your internet banking login details

 ® Your physical or digital secure key

 ® A computer, laptop or tablet with internet access

What you will need:
 ® Smart phone with internet access and the HSBC mobile banking app

 ® Your internet banking login details

Making a payment using your online banking 

Making a payment using your online banking 

Making a Payment Making a Payment

PUBLIC15

Making a Payment

Making a payment using your online banking 

What you will need:

u Your internet banking login details

u Your physical or digital secure key

u A computer, laptop or tablet with internet access

Log into your internet banking 
with your secure key.

1
Steps

Choose the ‘Move Money’ option 
under your account details.

2

Choose the account you would 
like the payment to come from. 
Type in the name of the person 
you want to send the payment to 
and press ‘Continue’.

3

Type in the amount you want to 
send, and check that the 
reference is correct. If it isn’t you 
can type a new one in. Choose 
the date you want to send the 
payment and press ‘Continue’.

4

Check that all the details are 
correct, and press ‘Confirm’ to 
send the payment.

5

NNoottee::  If you have not made a payment to the person or company before, you 
may need this information: the full name, sort code and account number. If you 
are worried about sending money to the person, read the advice on page 26.

PUBLIC16

Making a Payment

Making a payment using your mobile banking 

What you will need:

u Smart phone with internet access and the HSBC mobile banking app

u Your internet banking login details

Open your mobile banking app 
and go to ‘Move Money’. Choose 
‘Send Money within the UK’.

1

Steps

Press ‘From’ to choose the 
account you want the money to 
come out of.

2

Press ‘To’, and then choose who 
to pay from your payees list.

3

Type in the amount to send. 
Choose the date you want to 
send the money and reference.

4

Press ‘Review’. If all details are 
right, press ‘Confirm’ and the 
money will be sent.

5

NNoottee::  If you have not made a payment to the person or company before, you 
may need this information: the full name, sort code and account number. If you 
are worried about sending money to the person, read the advice on page 26.

Steps

1 Log into your internet banking with 
your secure key. 4 Type in the amount you want to 

send, and check that the reference 
is correct. If it isn’t you can type a 
new one in. Choose the date you 
want to send the payment and 
press ‘Continue’.

2 Choose the ‘Move Money’ option 
under your account details. 5 Check that all the details are correct, 

and press ‘Confirm’ to send the 
payment.

3 Choose the account you would like 
the payment to come from. Type in 
the name of the person you want 
to send the payment to and press 
‘Continue’.

Steps

1 Open your mobile banking app and 
go to ‘Move Money’. Choose ‘Send 
Money within the UK’.

4 Type in the amount to send. Choose 
the date you want to send the 
money and reference.

2 Press ‘From’ to choose the account 
you want the money to come out of. 5 Press ‘Review’. If all details are right, 

press ‘Confirm’ and the money will 
be sent.

3 Press ‘To’, and then choose who to 
pay from your payees list.

Note: If you have not made a payment to the person or company before, you may 
need this information: the full name, sort code and account number. If you are worried 
about sending money to the person, read the advice on page 27.

Note: If you have not made a payment to the person or company before, you may 
need this information: the full name, sort code and account number. If you are worried 
about sending money to the person, read the advice on page 27.

16 17
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What you will need:
 ® Your internet banking login details

 ® Your physical or digital secure key

 ® A computer, laptop or tablet with internet access

What you will need:
 ® Smart phone with internet access and the HSBC mobile banking app

 ® Your internet banking login details

Making a payment using your online banking 

Making a payment using your online banking 

Making a Payment Making a Payment

PUBLIC15

Making a Payment

Making a payment using your online banking 

What you will need:

u Your internet banking login details

u Your physical or digital secure key

u A computer, laptop or tablet with internet access

Log into your internet banking 
with your secure key.

1
Steps

Choose the ‘Move Money’ option 
under your account details.

2

Choose the account you would 
like the payment to come from. 
Type in the name of the person 
you want to send the payment to 
and press ‘Continue’.

3

Type in the amount you want to 
send, and check that the 
reference is correct. If it isn’t you 
can type a new one in. Choose 
the date you want to send the 
payment and press ‘Continue’.

4

Check that all the details are 
correct, and press ‘Confirm’ to 
send the payment.

5

NNoottee::  If you have not made a payment to the person or company before, you 
may need this information: the full name, sort code and account number. If you 
are worried about sending money to the person, read the advice on page 26.

PUBLIC16

Making a Payment

Making a payment using your mobile banking 

What you will need:

u Smart phone with internet access and the HSBC mobile banking app

u Your internet banking login details

Open your mobile banking app 
and go to ‘Move Money’. Choose 
‘Send Money within the UK’.

1

Steps

Press ‘From’ to choose the 
account you want the money to 
come out of.

2

Press ‘To’, and then choose who 
to pay from your payees list.

3

Type in the amount to send. 
Choose the date you want to 
send the money and reference.

4

Press ‘Review’. If all details are 
right, press ‘Confirm’ and the 
money will be sent.

5

NNoottee::  If you have not made a payment to the person or company before, you 
may need this information: the full name, sort code and account number. If you 
are worried about sending money to the person, read the advice on page 26.

Steps

1 Log into your internet banking with 
your secure key. 4 Type in the amount you want to 

send, and check that the reference 
is correct. If it isn’t you can type a 
new one in. Choose the date you 
want to send the payment and 
press ‘Continue’.

2 Choose the ‘Move Money’ option 
under your account details. 5 Check that all the details are correct, 

and press ‘Confirm’ to send the 
payment.

3 Choose the account you would like 
the payment to come from. Type in 
the name of the person you want 
to send the payment to and press 
‘Continue’.

Steps

1 Open your mobile banking app and 
go to ‘Move Money’. Choose ‘Send 
Money within the UK’.

4 Type in the amount to send. Choose 
the date you want to send the 
money and reference.

2 Press ‘From’ to choose the account 
you want the money to come out of. 5 Press ‘Review’. If all details are right, 

press ‘Confirm’ and the money will 
be sent.

3 Press ‘To’, and then choose who to 
pay from your payees list.

Note: If you have not made a payment to the person or company before, you may 
need this information: the full name, sort code and account number. If you are worried 
about sending money to the person, read the advice on page 27.

Note: If you have not made a payment to the person or company before, you may 
need this information: the full name, sort code and account number. If you are worried 
about sending money to the person, read the advice on page 27.

16 17
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What you will need:
 ® Your debit card and PIN number

 ® The bank account details of the person you want to pay

What you will need:
 ® Your identification 

 ® Your bank account details

 ® The bank account details of the person you want to pay

Making a payment using a self-service machine Making a payment in branch 

Making a Payment Making a Payment

PUBLIC

Making a Payment

17

Making a payment using a self-service machine

What you will need:

u Your debit card and PIN number

u The bank account details of the person you want to pay

Put your debit card into the 
machine and enter your PIN 
number. Choose the size of the 
text on the screen, standard or 
small.

1

On the screen, Choose ‘Payment 
Services’.

Choose the account you are 
sending your money from. Then, 
press ‘Make a Payment’.

2

Choose who you want to pay 
from the list.

3

Then you will be asked to check 
the reference of the payment. If 
this is correct, press ‘Yes’. If this 
is not correct, press ‘No’ and 
type a new reference.

4

Enter the amount of money you 
want to pay and the date. Then, 
press ‘Confirm’.

5

NNoottee::  If you have not made a payment to the person or company before, you 
may need this information: the full name, sort code and account number. If you 
are worried about sending money to the person, read the advice on page 26.
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Making a Payment

PUBLIC

Making a payment in branch 

What you will need:

u Your identification 

u Your bank account details

u The bank account details of the person you want to pay

Steps

The member of staff will ask for your bank account details and check your 
identification.

1

They will ask for the sort code, account number and name of the person 
you want to pay.

2

The member of staff will make the payment for you and let you know that 
the money has been sent.

3

18

£

NNoottee::  If you have not made a payment to the person or company before, you 
may need this information: the full name, sort code and account number. If you 
are worried about sending money to the person, read the advice on page 26.

If you are sending money to another country, please ask a member of staff for 
the information you will need.

Steps

1 Put your debit card into the machine 
and enter your PIN number. Choose 
the size of the text on the screen, 
standard or small.

4 Then you will be asked to check the 
reference of the payment. If this 
is correct, press ‘Yes’. If this is not 
correct, press ‘No’ and type a new 
reference.

2 On the screen, Choose ‘Payment 
Services’.

Choose the account you are sending 
your money from. Then, press ‘Make 
a Payment’.

5 Enter the amount of money you 
want to pay and the date. Then, 
press ‘Confirm’.

3 Choose who you want to pay from 
the list.

Note: If you have not made a payment to the person or company before, you may 
need this information: the full name, sort code and account number. If you are worried 
about sending money to the person, read the advice on page 27.

Note: If you have not made a payment to the person or company before, you may 
need this information: the full name, sort code and account number. If you are worried 
about sending money to the person, read the advice on page 27.

If you are sending money to another country, please ask a member of staff for the 
information you will need.

Steps

1 The member of staff will ask for your bank account details and check your 
identification.

2 They will ask for the sort code, account number and name of the person you 
want to pay.

3 The member of staff will make the payment for you and let you know that the 
money has been sent.

18 19
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What you will need:
 ® Your debit card and PIN number

 ® The bank account details of the person you want to pay

What you will need:
 ® Your identification 

 ® Your bank account details

 ® The bank account details of the person you want to pay

Making a payment using a self-service machine Making a payment in branch 

Making a Payment Making a Payment

PUBLIC

Making a Payment

17

Making a payment using a self-service machine

What you will need:

u Your debit card and PIN number

u The bank account details of the person you want to pay

Put your debit card into the 
machine and enter your PIN 
number. Choose the size of the 
text on the screen, standard or 
small.

1

On the screen, Choose ‘Payment 
Services’.

Choose the account you are 
sending your money from. Then, 
press ‘Make a Payment’.

2

Choose who you want to pay 
from the list.

3

Then you will be asked to check 
the reference of the payment. If 
this is correct, press ‘Yes’. If this 
is not correct, press ‘No’ and 
type a new reference.

4

Enter the amount of money you 
want to pay and the date. Then, 
press ‘Confirm’.

5

NNoottee::  If you have not made a payment to the person or company before, you 
may need this information: the full name, sort code and account number. If you 
are worried about sending money to the person, read the advice on page 26.
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Making a payment in branch 

What you will need:

u Your identification 

u Your bank account details

u The bank account details of the person you want to pay

Steps

The member of staff will ask for your bank account details and check your 
identification.

1

They will ask for the sort code, account number and name of the person 
you want to pay.

2

The member of staff will make the payment for you and let you know that 
the money has been sent.

3

18

£

NNoottee::  If you have not made a payment to the person or company before, you 
may need this information: the full name, sort code and account number. If you 
are worried about sending money to the person, read the advice on page 26.

If you are sending money to another country, please ask a member of staff for 
the information you will need.

Steps

1 Put your debit card into the machine 
and enter your PIN number. Choose 
the size of the text on the screen, 
standard or small.

4 Then you will be asked to check the 
reference of the payment. If this 
is correct, press ‘Yes’. If this is not 
correct, press ‘No’ and type a new 
reference.

2 On the screen, Choose ‘Payment 
Services’.

Choose the account you are sending 
your money from. Then, press ‘Make 
a Payment’.

5 Enter the amount of money you 
want to pay and the date. Then, 
press ‘Confirm’.

3 Choose who you want to pay from 
the list.

Note: If you have not made a payment to the person or company before, you may 
need this information: the full name, sort code and account number. If you are worried 
about sending money to the person, read the advice on page 27.

Note: If you have not made a payment to the person or company before, you may 
need this information: the full name, sort code and account number. If you are worried 
about sending money to the person, read the advice on page 27.

If you are sending money to another country, please ask a member of staff for the 
information you will need.

Steps

1 The member of staff will ask for your bank account details and check your 
identification.

2 They will ask for the sort code, account number and name of the person you 
want to pay.

3 The member of staff will make the payment for you and let you know that the 
money has been sent.

18 19
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What you will need:
 ® Your debit card 

 ® Your PIN number

PUBLIC19

Banking at the Post Office

Paying money in at the Post Office 

What you will need:

u Your debit card

Put your card in the chip-and-PIN reader or swipe your card. You will not 
need to enter your PIN number.

1
Give your money to the member of staff. They will count it and give you a 
receipt.

2

Your money will be in your account straight away.3

Steps

Paying a cheque at the Post Office 

What you will need:

u A paying-in slip given to you by your bank

u An HSBC envelope given to you by the Post Office

Put the cheque and completed paying-in slip into the envelope. Fill in your 
paying-in slip as shown on the picture on page 23.

1

Seal the envelope, fill in the details on the front of the envelope and give it 
to the member of staff in the Post Office.

2

The member of staff will give you a receipt.3

Steps

NNoottee::  You can order paying in slips by speaking to a member of staff at the 
bank.

Cheques paid in at the Post Office will take longer for the money to be put in to 
your account. If you are unsure, ask a member of staff.

What you will need:
 ® Your debit card

What you will need:
 ® A paying-in slip given to you by your bank

 ® An HSBC envelope given to you by the Post Office

Paying money in at the Post Office Taking money out at a Post Office

Paying a cheque at the Post Office 

Banking at the Post Office Banking at the Post Office

Note: You can order paying in slips by speaking to a member of staff at the bank.

Cheques paid in at the Post Office will take longer for the money to be put in to your 
account. If you are unsure, ask a member of staff

Steps

1 Put your card in the chip-and-PIN reader or swipe your card. You will not need to 
enter your PIN number.

2 Give your money to the member of staff. They will count it and give you a receipt.

3 Your money will be in your account straight away.

Steps

1 Put your card in the chip-and-PIN reader.

2 Enter your PIN, then type in how much money you would like to take out 
of your account.

3 The member of staff will give you your money and a receipt. 

Steps

1 Put the cheque and completed paying-in slip into the envelope. Fill in your paying-
in slip as shown on the picture on page 24.

2 Seal the envelope, fill in the details on the front of the envelope and give it to the 
member of staff in the Post Office.

3 The member of staff will give you a receipt.

20 21
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What you will need:
 ® Your debit card 

 ® Your PIN number

PUBLIC19

Banking at the Post Office

Paying money in at the Post Office 

What you will need:

u Your debit card

Put your card in the chip-and-PIN reader or swipe your card. You will not 
need to enter your PIN number.

1
Give your money to the member of staff. They will count it and give you a 
receipt.

2

Your money will be in your account straight away.3

Steps

Paying a cheque at the Post Office 

What you will need:

u A paying-in slip given to you by your bank

u An HSBC envelope given to you by the Post Office

Put the cheque and completed paying-in slip into the envelope. Fill in your 
paying-in slip as shown on the picture on page 23.

1

Seal the envelope, fill in the details on the front of the envelope and give it 
to the member of staff in the Post Office.

2

The member of staff will give you a receipt.3

Steps

NNoottee::  You can order paying in slips by speaking to a member of staff at the 
bank.

Cheques paid in at the Post Office will take longer for the money to be put in to 
your account. If you are unsure, ask a member of staff.

PUBLIC19

Banking at the Post Office

Paying money in at the Post Office 

What you will need:

u Your debit card

Put your card in the chip-and-PIN reader or swipe your card. You will not 
need to enter your PIN number.

1
Give your money to the member of staff. They will count it and give you a 
receipt.

2

Your money will be in your account straight away.3

Steps

Paying a cheque at the Post Office 

What you will need:

u A paying-in slip given to you by your bank

u An HSBC envelope given to you by the Post Office

Put the cheque and completed paying-in slip into the envelope. Fill in your 
paying-in slip as shown on the picture on page 23.

1

Seal the envelope, fill in the details on the front of the envelope and give it 
to the member of staff in the Post Office.

2

The member of staff will give you a receipt.3

Steps

NNoottee::  You can order paying in slips by speaking to a member of staff at the 
bank.

Cheques paid in at the Post Office will take longer for the money to be put in to 
your account. If you are unsure, ask a member of staff.

What you will need:
 ® Your debit card

What you will need:
 ® A paying-in slip given to you by your bank

 ® An HSBC envelope given to you by the Post Office

Paying money in at the Post Office Taking money out at a Post Office

Paying a cheque at the Post Office 

Banking at the Post Office Banking at the Post Office

Note: You can order paying in slips by speaking to a member of staff at the bank.

Cheques paid in at the Post Office will take longer for the money to be put in to your 
account. If you are unsure, ask a member of staff

Steps

1 Put your card in the chip-and-PIN reader or swipe your card. You will not need to 
enter your PIN number.

2 Give your money to the member of staff. They will count it and give you a receipt.

3 Your money will be in your account straight away.

Steps

1 Put your card in the chip-and-PIN reader.

2 Enter your PIN, then type in how much money you would like to take out 
of your account.

3 The member of staff will give you your money and a receipt. 

Steps

1 Put the cheque and completed paying-in slip into the envelope. Fill in your paying-
in slip as shown on the picture on page 24.

2 Seal the envelope, fill in the details on the front of the envelope and give it to the 
member of staff in the Post Office.

3 The member of staff will give you a receipt.
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Direct Debits

Direct Debit
A Direct Debit is a way for a 
company to take money out of your 
account, for example to pay a bill. 
You can set up a Direct Debit with 
the company by giving them your 
sort code and account number. 

How to cancel 
a Direct Debit

You can cancel a Direct Debit online, 
using telephone banking and in a 
branch. 

You cannot cancel a Direct Debit 
using your mobile banking app.

Note: If you want to cancel a 
Direct Debit, make sure you let the 
company know you are going to 
cancel it.

PUBLIC21

DDiirreecctt  DDeebbiitt    

A Direct Debit is a way for a company 
to take money out of your account, for 
example to pay a bill. You can set up a 
Direct Debit with the company by 
giving them your sort code and 
account number. 

HHooww  ttoo  ccaanncceell  aa  DDiirreecctt  DDeebbiitt::

You can cancel a Direct Debit online, 
using telephone banking and in a 
branch. 

You cannot cancel a Direct Debit using 
your mobile banking app.

NNoottee: If you want to cancel a Direct 
Debit, make sure you let the company 
know you are going to cancel it.

RReeooccccuurrrriinngg  TTrraannssaaccttiioonnss

These are regular payments which are used for subscriptions, for example 
Netflix or Amazon Prime. These payments are linked to your debit or credit card 
and the money is taken out of your account every month. If you want to stop the 
payment, you need to contact the company you are paying. 

Direct Debits

üü

üü

üü

ûû

£

PUBLIC21

DDiirreecctt  DDeebbiitt    

A Direct Debit is a way for a company 
to take money out of your account, for 
example to pay a bill. You can set up a 
Direct Debit with the company by 
giving them your sort code and 
account number. 

HHooww  ttoo  ccaanncceell  aa  DDiirreecctt  DDeebbiitt::

You can cancel a Direct Debit online, 
using telephone banking and in a 
branch. 

You cannot cancel a Direct Debit using 
your mobile banking app.

NNoottee: If you want to cancel a Direct 
Debit, make sure you let the company 
know you are going to cancel it.

RReeooccccuurrrriinngg  TTrraannssaaccttiioonnss

These are regular payments which are used for subscriptions, for example 
Netflix or Amazon Prime. These payments are linked to your debit or credit card 
and the money is taken out of your account every month. If you want to stop the 
payment, you need to contact the company you are paying. 

Direct Debits
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£

Reccurring Transactions
These are regular payments which are used for subscriptions, for example Netflix or 
Amazon Prime. These payments are linked to your debit or credit card and the money 
is taken out of your account every month. If you want to stop the payment, you need 
to contact the company you are paying. 

What you will need:
 ® Your bank account details and identification

 ® The name, account details and reference of the person or company you are 
sending the money to

You will also need:
 ® Your telephone banking security number

You will also need:
 ® Your online banking login details and your digital 

or physical secure key

 ® A computer, laptop or tablet with internet access

How to set up 

Online banking

In branch
The member of staff will set the standing order up 
for you and ask you to sign a confirmation.

Telephone banking
The member of staff will set the standing 
order up for you.

Standing Orders
A standing order is a payment you can set up to pay a person or a company.  
You choose the amount you would like to pay and when you want to pay.

How to cancel a standing order
You can cancel a standing order online, using telephone banking and in branch. 
You cannot cancel a standing order on mobile banking.

22 23
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Direct Debits

PUBLIC21

DDiirreecctt  DDeebbiitt    

A Direct Debit is a way for a company 
to take money out of your account, for 
example to pay a bill. You can set up a 
Direct Debit with the company by 
giving them your sort code and 
account number. 

HHooww  ttoo  ccaanncceell  aa  DDiirreecctt  DDeebbiitt::

You can cancel a Direct Debit online, 
using telephone banking and in a 
branch. 

You cannot cancel a Direct Debit using 
your mobile banking app.

NNoottee: If you want to cancel a Direct 
Debit, make sure you let the company 
know you are going to cancel it.

RReeooccccuurrrriinngg  TTrraannssaaccttiioonnss

These are regular payments which are used for subscriptions, for example 
Netflix or Amazon Prime. These payments are linked to your debit or credit card 
and the money is taken out of your account every month. If you want to stop the 
payment, you need to contact the company you are paying. 

Direct Debits
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üü

üü
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£

Standing Orders

IInn  bbrraanncchh

You will also need:
u Your telephone banking security number.

A standing order is a payment you can set up to pay a person or a company. 
You choose the amount you would like to pay and when you want to pay.

How to set up 

What you will need:

u Your bank account details and identification.

u The name, account details and reference of the person or company you 
are sending the money to.

The member of staff will set the standing order 
up for you and ask you to sign a confirmation. 

TTeelleepphhoonnee  bbaannkkiinngg

The member of staff will set the standing 
order up for you.

£

OOnnlliinnee  bbaannkkiinngg

You will also need:

u Your online banking login details and your digital or 
physical secure key.

u A computer, laptop or tablet with internet access.

HHooww  ttoo  ccaanncceell  aa  ssttaannddiinngg  oorrddeerr??

You can cancel a standing order online, using telephone banking and in branch. 

You ccaannnnoott cancel a standing order on mobile banking.

22 PUBLIC

Standing Orders

IInn  bbrraanncchh

You will also need:
u Your telephone banking security number.

A standing order is a payment you can set up to pay a person or a company. 
You choose the amount you would like to pay and when you want to pay.

How to set up 

What you will need:

u Your bank account details and identification.

u The name, account details and reference of the person or company you 
are sending the money to.

The member of staff will set the standing order 
up for you and ask you to sign a confirmation. 

TTeelleepphhoonnee  bbaannkkiinngg

The member of staff will set the standing 
order up for you.

£

OOnnlliinnee  bbaannkkiinngg

You will also need:

u Your online banking login details and your digital or 
physical secure key.

u A computer, laptop or tablet with internet access.

HHooww  ttoo  ccaanncceell  aa  ssttaannddiinngg  oorrddeerr??

You can cancel a standing order online, using telephone banking and in branch. 

You ccaannnnoott cancel a standing order on mobile banking.

22 PUBLIC

Standing Orders

IInn  bbrraanncchh

You will also need:
u Your telephone banking security number.

A standing order is a payment you can set up to pay a person or a company. 
You choose the amount you would like to pay and when you want to pay.

How to set up 

What you will need:

u Your bank account details and identification.

u The name, account details and reference of the person or company you 
are sending the money to.

The member of staff will set the standing order 
up for you and ask you to sign a confirmation. 

TTeelleepphhoonnee  bbaannkkiinngg

The member of staff will set the standing 
order up for you.

£

OOnnlliinnee  bbaannkkiinngg

You will also need:

u Your online banking login details and your digital or 
physical secure key.

u A computer, laptop or tablet with internet access.

HHooww  ttoo  ccaanncceell  aa  ssttaannddiinngg  oorrddeerr??

You can cancel a standing order online, using telephone banking and in branch. 

You ccaannnnoott cancel a standing order on mobile banking.

22 PUBLIC

PUBLIC21

DDiirreecctt  DDeebbiitt    
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Direct Debits

üü

üü

üü

ûû

£

Reccurring Transactions
These are regular payments which are used for subscriptions, for example Netflix or 
Amazon Prime. These payments are linked to your debit or credit card and the money 
is taken out of your account every month. If you want to stop the payment, you need 
to contact the company you are paying. 

What you will need:
 ® Your bank account details and identification

 ® The name, account details and reference of the person or company you are 
sending the money to

You will also need:
 ® Your telephone banking security number

You will also need:
 ® Your online banking login details and your digital 

or physical secure key

 ® A computer, laptop or tablet with internet access

How to set up 

Online banking

In branch
The member of staff will set the standing order up 
for you and ask you to sign a confirmation.

Telephone banking
The member of staff will set the standing 
order up for you.

Standing Orders
A standing order is a payment you can set up to pay a person or a company.  
You choose the amount you would like to pay and when you want to pay.

How to cancel a standing order
You can cancel a standing order online, using telephone banking and in branch. 
You cannot cancel a standing order on mobile banking.
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Paying-in Slip Withdrawal Slip
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Paying-in Slip

1. Write the date. 

1. Write the total amount of notes and coins you have.

1

2

1. Write your name. 

3

1. Write the name of the person paying the money in (you only have to do this 
if you are paying in money for someone else).

4

1. Write how many cheques you have.

5

1. Write your sort code and account number. This is the account the money 
will go into.

6

1. Write how many of each note and coin you are paying in.

7

1. Write down the total amount of money on your cheques.

11.. IIff  yyoouu  aarree  ppaayyiinngg  iinn  cchheeqquuee((ss)),,  ffoollllooww  tthheessee  sstteeppss::

11.. IIff  yyoouu  aarree  ppaayyiinngg  iinn  ccaasshh,,  ffoollllooww  tthheessee  sstteeppss::

11.. AAllmmoosstt  ddoonnee  ……

1. Put the total amount of notes, coins and cheques you want to pay in.

8

9

1

2

3

4

5

6

7

8

9

1

2

3

5
6

74

PUBLIC24

1. Write the name of the branch you are taking the money from.1

1. Write the amount of money you want in words.  2

1. Write your account name here, for example “Current Account”.3

1. Write your name in capitals.  4

1. Write your address. 5

1. Write your bank sort code and account number.  6

1. Write your signature.7

Withdrawal Slip

1  Write the date.

2  Write your name.

3   Write the name of the person paying the money in (you only have to do this if 
you are paying in money for someone else).

4   Write your sort code and account number. This is the account the money will 
go into.

If you are paying in cheque(s), follow these steps:

5  Write how many cheques you have.

6  Write down the total amount of money on your cheques.

If you are paying in cash, follow these steps:

7  Write how many of each note and coin you are paying in.

8  Write the total amount of notes and coins you have.

Almost done…

9  Put the total amount of notes, coins and cheques you want to pay in.

1  Write the name of the branch you are taking the money from.

2  Write the amount of money you want in words.

3  Write your account name here, for example “Current Account”.

4  Write your name in capitals.

5  Write your address.

6  Write your bank sort code and account number.  

7  Write your signature.
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Why is it important to save money?

 ® Putting some money into your savings account will mean that if you need to pay a 
bill that you were not expecting you will have the money to do it and will not need 
to borrow it from someone you know or the bank. 

 ® You can also save up money for things you would like to buy in the future, for 
example if you would like to go on holiday, or buy Christmas or birthday presents 
for your friends and family.

How do you save money?

 ® You can make a budget. You do this by adding up all of the money coming out of 
your account every week or month, and if it is less than the money that you have 
coming into your account you can put what is left into your savings. 

 ® You can speak to a member of staff in a branch or on telephone banking who will 
help you decide what sort of savings account is best for you. 

 ® You can save as much or as little money as you like in your savings account, you 
can start from £1 and keep adding to it when you have some spare money.

 ® It is a good idea that when you get your money paid into your bank account you 
put some into your savings account straight away, then you are not tempted to 
spend it.

How to keep safe:

 ® Your bank will never ask you to tell them your PIN number, your full password or to 
move your money into another bank account. If someone asks you to do this, say 
no and speak to a member of staff in a branch.

 ® Don’t click on links in emails or texts that you are not expecting – this could be 
from someone trying to trick you into giving them access to your bank account.  
If you aren’t sure if something that you have been sent is real, get in touch with 
the bank or organisation directly.

 ® If you are not sure about sending money to someone that you don’t know over the 
internet or in branch, speak to a member of staff and they will help you.

 ® Don’t be rushed into making a decision.

 ® If something doesn’t feel right, talk to someone you trust about.

If you do not feel safe, please speak to a member of staff in your bank and 
they will help you.

 ® If you’re worried about fraud on your account, visit our security centre at 
hsbc.co.uk/help/security-centre/, pop into your local branch or call us on 
03457 404 404.

 ® For more information on fraud, visit financialfraudaction.org.uk and 
takefive-stopfraud.org.uk

Your Savings Keeping Your Money Safe
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Your Savings

Why is it important to save money?

u Putting some money into your savings account will mean that if you need to 
pay a bill that you were not expecting you will have the money to do it and 
will not need to borrow it from someone you know or the bank. 

u You can also save up money for things you would like to buy in the future, for 
example if you would like to go on holiday, or buy Christmas or birthday 
presents for your friends and family.

How do you save money?

u You can make a budget. You do this by adding up all of the money coming 
out of your account every week or month, and if it is less than the money that 
you have coming into your account you can put what is left into your savings. 

u You can speak to a member of staff in a branch or on telephone banking who 
will help you decide what sort of savings account is best for you. 

u You can save as much or as little money as you like in your savings account, 
you can start from £1 and keep adding to it when you have some spare 
money.

u It is a good idea that when you get your money paid into your bank account 
you put some into your savings account straight away, then you are not 
tempted to spend it.
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Keeping Your Money Safe

How to keep safe:

u Your bank will never ask you to tell them your PIN number, your full 
password or to move your money into another bank account. If someone 
asks you to do this, say no and speak to a member of staff in a branch.

u Don’t click on links in emails or texts that you are not expecting- this could be 
from someone trying to trick you into giving them access to your bank 
account. If you aren’t sure if something that you have been sent is real, get in 
touch with the bank or organization directly.

u If you are not sure about sending money to someone that you don’t know 
over the internet or in branch, speak to a member of staff and they will help 
you.

u Don’t be rushed into making a decision.

u If something doesn’t feel right, talk to someone you trust about it.

If you do not feel safe, please speak to a member of staff in your bank and 
they will help you.

u If you’re worried about fraud on your account, visit our security centre at 
www.hsbc.co.uk/help/security-centre/, pop into your local branch or call us 
on 03457 404 404.

u For more information on fraud, visit www.financialfraudaction.org.uk
www.takefive-stopfraud.org.uk
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Additional Help and Information

Financial difficulty
If you are worried about your finances, please speak to your bank. The sooner you talk 
to us, the sooner we might be able to help you.

For more 
information

Account contact 
numbers

Customer 
service

Visit hsbc.co.uk

Text phone 
03457 125 563

Come into branch

Download our app

HSBC Premier

Within the UK: 
03457 707 070

From outside the UK: 
+44 1226 260 260

HSBC Advance

Within the UK:  
03456 006 161 
(8am to 10pm)

From outside the UK:  
+44 1470 697 139 
(8am to 10pm)

Textphone for all accounts 
Within the UK:  
03457 125 563

From outside the UK: 
+44 207 088 2077

Customer service 
center:  
8am to 10pm

(Open 24-hours for 
Advance customers) 

Automated service:  
open 24-hours 

Telephone calls will be put 
through to our Automated 
Service. Textphone calls 
will be put through to our 
Customer Service Centre.
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HSBC UK Bank plc. Registered in England and Wales with number 09928412. Registered Office: 1 Centenary Square, Birmingham B1 1HQ, United Kingdom.  
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MCP54592 ©HSBC Group 2019. All Rights Reserved. 

Accessibility
To find out more about our accessible services please visit hsbc.co.uk/accessibility or ask at any of our branches. 

If you’d like this in another format such as large print, Braille or audio, please contact us.  
A textphone service is available for customers with hearing and/or speech impairments. If you use your own textphone  

you can call us on 03457 125 563 (+44 207 088 2077 from outside the UK).

BSL Video Relay Service is also available (Monday-Friday 8am-6pm, excluding Bank and Public Holidays) at  
hsbc.co.uk/accessibility.
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